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On-Page or Intra Process Connector. Used to 

avoid complex overlapping connector lines or to 

continue a process on a subsequent page. Also 

used to reference a sub process within the same 

main process. Connectors are labeled with 

UPPER CASE letters.

Indicates point at which the process begins. Does 

not represent any activity.

Represents a document of any kind, either 

electronic or hard copy

Represents an entity (person, organization, etc.). 

Used only when necessary to show the source of 

important information

Document

X

Indicates point at which the process ends. Does 

not represent any activity.

Inter Process Connector. Used to connect steps 

between business processes. Description can 

include Process step name. (e.g. General Ledger 

Sub Process 5.3 would be  Budget YE Close GL 

5.3 ).   

Start

Batch 

Process

Decision 

Outcome

Budget YE 

Close

GL

5.3

Represents a batch process within the PeopleSoft system.  Use 

a verb phrase (Process Invoice) NOT a noun phrase (Invoice 

Processing) to describe the step.

Represents an interface or a process step that is performed 

within the PeopleSoft system. Use a verb phrase (Process 

Invoice) NOT a noun phrase (Invoice Processing) to describe 

the step.

Represents a process or step that is performed manually. Use a 

verb phrase (Process Invoice) NOT a noun phrase (Invoice 

Processing) to describe the step.

Represents the possible outcomes of a decision or analysis that 

took place in a step immediately preceding. NOTE: this symbol 

itself does NOT represent any activity, and should not be given an 

identifier.

Entity 

Name

End

Manual 

Operation

Step 

Description

Step Number 

The step number should 

be placed at the top of 

each step or process

 1.1.1

Approve PO
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No

No

No

No Yes

Yes

Yes

No

Yes

Yes

Yes

Yes

No

Existing 

Vendor?

End

A standardized Vendor 

Request form will include 

non-purchasing vendors.

New Pcard 

Vendor?

Vendors with errors will 

be researched and 

resolved by COVA.

Manual Entry?

1.1.4

Update Financial 

Sanction Flag

The Agency entering vendor 

information will have to 

resolve duplicate issue (for 

example mis-keyed TIN).

If vendor is on the 

Financial Sanction list 

then Cardinal updates the 

status to Review.

Start

Interface from eVA (modification) 

will load vendors.  Any duplicate 

procurement vendors will create 

an item on the error report.  Any 

Financial Sanction matches will 

change Financial Sanctions Flag 

to “Review”.  When interface is 

complete vendor will be saved 

with a unique ID number.

1.1.2

Enter and Save 

Vendor information

1.1.7

Resolve Errors

1.1.3

Resolve Duplicate 

Vendor Issues

1.1.6

Inbound 

Vendor Data 

from eVA

Duplicate 

Vendor?

Each COVA Agency is 

responsible for entering their 

vendors.  Upon save, edits are 

completed. Vendors passing 

edits are saved with a unique 

vendor ID.

Update 

Existing 

Vendor?

1.1.1

Vendor Request 

Form

Financial 

Sanction 

Match?

A

Vendors with 

Errors?

End

New Pcard 

Vendor?

1.1.5

Map Vendor ID to 

Merchant

End

No

Yes

Enter the new vendor ID 

next to the related Pcard 

merchant name on the 

List of Merchants page.
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No

Yes

Yes

Yes

No

Yes

No
Yes

No

The Conversations 

Page will be used to 

record any vendor 

complaints and track 

resolutions.

B

An agency or vendor 

directly makes a request 

for vendor change.

End

End

Source: 

DBE data, and eVA 

(modification); processes to be 

run daily if data is avaliable.

End

Start

Updates include:

Address Change, Payment Offsets 

(payment handling codes), TIN 

“matched” flag, vendor DBE data, 

rejected Pre-note Status, etc.

Interface errors will be 

researched and 

resolved by COVA.

B

Manual 

Update?

1.2.1

Vendor or 

COVA Inquiry 

or Request

Update?

1.2.2

Record Vendor 

Conversation

1.2.3

Update Vendor 

Record

1.2.5

Resolve Errors

Vendors with 

Errors?
Update Thru 

Interface?

Valid TIN?
1.2.9

Inbound IRS

1.2.8

Outbound IRS

1.2.7

Financial 

Sanctions 

Validation

1.2.4

Interface 

Update Data

Yes

Financial 

Sanctions?

1.2.6

Import File

No

IRS TIN 

Matching?

No

Yes

Updated Federal Government 

Sanction List is loaded into 

Cardinal by the Import File 

(IMPORT_FILE) process.

When a new list is loaded 

the Financial Sanctions 

(AP_SDN_VAL) will run.

Vendor TIN numbers sent 

to IRS weekly to be 

validated (modification).

Vendor TIN numbers returned 

from IRS weekly with validation 

flags (modification).

1.2.10

Resolve TIN No 

Match Issues

Resolution requires contact 

with vendor to receive 

updated information.

B

A
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